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SECTION 11.1
TRAINING

11.1.1 GENERAL EXPLANATION

A course curriculum will be designed, comprehensive enough to assure that ISIS HR Users within the agencies acquire the
skills, knowledge and abilities necessary to utilize the ISIS HR system capabilities in the performance of their day-to-day
jobs.  A blended approach to the training delivery will be used which incorporates Computer Based Training (CBT) and
Reference Based Training (RBT).  This approach will ensure a variety of user learning types are addressed.  The training
program will be based on user job roles that highlight both the overall business processes as well as the functions of a
particular job role. The general approach to this training includes:

TRAINING READINESS ASSESSMENT

Presented here is a very high-level training implementation plan.  The dates given are completed dates for Phase I and
Phase II.  These time lines are intended to give you some guidelines for planning and scheduling agency specific and
Windows skill training.
•     Required end user Windows training completed by April 30, 2000
•     Required end user SAP Navigation Skills and HR pre-work completed Aug 11, 2000 (Windows literate by Aug 1,
complete functional cross training for HR & Payroll by Aug 1, complete CBT SAP Basic Navigation, and complete CBT
Introduction to ISIS-HR.)
•     Training client available July, 2000
•     Phase I end user instructor led RBT classroom training began August 15, 2000 and was completed by September 30,
2000
•     End users begin using training client copy(which is a computer practice area) August 14, 2000 (Civil Service began July
3, 2000)
•     October 2, 2000 go-live support for HR commences
•     Phase II end user instructor led RBT classroom training begins January 16, 2001 and will be completed by March 16,
2001.
•      Phase II End User Time Entry training begins February 19, 2001 and will be completed by March 19, 2001.
•     April 2, 2001 go-live support commences

COMPUTER BASED TRAINING (CBT)

Computer Based Training (CBT) will offer users the opportunity to “learn and view for custom CBTs” specific components of
ISIS HR from their own work site, prior to attending centralized Instructor Led Reference Based Training (RBT).  Initially,
CBT will be utilized to help ISIS HR users understand the structure of the system and to attain the SAP basic skills
necessary to navigate throughout the system.  This CBT course, combined with prior Windows knowledge, will be
prerequisites for the remainder of the ISIS HR curriculum.  Via CBT, users will have attained practical “hands on”
experience prior to attending their first instructor led session.  All CBT courses will simulate “live” system performance for
those actions performed by the employee, providing the trainee with immediate feedback when an action is not performed
correctly.

WINDOWS TRAINING

Windows training must be acquired on your own.  It is the responsibility of each user to have attained knowledge of
Windows usage and they must also be proficient in the use of a mouse.  This training is a prerequisite to CBT and RBT
training. CBT training materials are available from CPTP.
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REFERENCE BASED TRAINING (RBT)

This is a reference-based training, which requires the end user to constantly refer to reference materials throughout the
course for their source of information. The Online User Guide and Online Help Feature are the reference materials referred
to here.  Following training, end users do not have access to an instructor, however, they do have access to the reference
materials.  End users must learn to rely on and use the reference materials as their first and primary resource.  They must
believe that the reference materials can assist them in the performance of their tasks and that the reference materials are
comprehensive, accurate, and user friendly.  Practice is a necessary component of participant learning. End users
accomplish ease-of-use of the reference materials through multiple opportunities for practice.

An exercise is a comprehensive activity that tests the participant’s knowledge and skills learned during guided instruction
and practices.  Its purpose is to reinforce the learning.  An exercise usually requires the participant to demonstrate cognitive
tasks as well as system-based skills.   For example, a participant is asked to first review/discuss the tasks associated with a
business scenario, and then must perform these tasks in the system.

Reference Based Training will build upon State of Louisiana system specifics acquired from CBT courses, furnishing users
greater detail into system applications, functions and use.  These courses will incorporate instructor presentation and walk-
through, “hands on” exercises, class activities and feedback questions.

In the classroom, participants will use the Online User Guide as their source of information.  With multiple opportunities to
practice in the classroom, participants will build ease of use of ISIS HR and the Online Users Guide.

To ensure users retain information presented in training, delivery will begin no more than 6 weeks prior to go-live. An on-line
computer practice area will be available after completion of training.

DOCUMENTATION AND ON LINE USERS GUIDE
Together the business process flows and the system task documentation make up the Online Users’ Guide.

Business process flows – related to ISIS HR tasks
System task documentation – the user’s ISIS HR instructions
Training courseware – ISIS HR Participant Guide and Instructor Guide

The Online Users Guide is designed to be used simultaneously with ISIS HR
Using “DA Passport”, a proprietary web based tool, users launch help from the Internet browser or through the ISIS HR Help
tool bar.
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“DA Passport” provides a context sensitive link from the ISIS HR transaction to the system task documentation for the task.
While in ISIS HR, the user has immediate access to instructions for the ISIS HR transaction the user is performing.  The
Online User Guide describes the steps that must be performed to process a transaction in SAP.  It identifies all required
screens, fields and keystrokes within a system task.

Business process flows and system task documents are linked – when an ISIS HR action step appears on a business
process flow the user can access the system task document by clicking on the action step shape.  Both the manual and
system steps, required to complete a particular business transaction are displayed and defined.

11.1.2 ROLE OF STATE AGENCIES IN THE TRAINING PROCESS

Each ISIS HR Implementation Agent will be responsible for identifying the training requirements for their agency and
informing the project team how many training slots will be required for their organization.  The Implementation Agent has the
option to delegate this responsibility.  This will need do be done early on in the project since the number of slots and the
logistics will be critical to the training schedule, facility and location

11.1.3 TRAINING SCHEDULE

ISIS HR Change Management staff will be responsible for receiving agency training requests and compiling the ISIS HR
training.  For Phase I, we will utilize a training site in Baton Rouge with six classrooms at the Louisiana Technical College.
Course slots will be assigned at the agency level only.   Once notified of these assignments, each agency Implementation
Agent will be responsible for moving names, as needed, within these designated slots. As long as number of slots do not
change the IA may move trainees to different dates within this agency’s schedule without notifying ISIS HR Change
Management. However, if there is a slot that will not be used by any trainees the IA must notify ISIS HR, so that this slot can
be used by another agency. The IA will also be responsible for notifying the trainee of the specific date, time and location for
training.
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SECTION 11.2
ON LINE USERS GUIDE

11.2.1 DOCUMENTATION AND ON LINE USERS GUIDE

“DA Passport” provides a context sensitive link from the ISIS HR transaction to the system task documentation for the task.
While in ISIS HR, the user has immediate access to instructions for the ISIS HR transaction the user is performing.
Business process flows and system task documents are linked – when an ISIS HR action step appears on a business
process flow the user can access the system task document by clicking on the action step shape.

Online Help System Overview

The online help system will aid users with the job tasks related to the usage of the ISIS HR system. Perhaps the most
powerful feature is the ability to offer context sensitive assistance.  Users can obtain the information by using a mouse to
point and click on a specific area of interest.  The online help system is written by transaction and may be accessed via the
Internet or the ISIS HR system.  Primarily, this system is accessed through the ISIS HR system by selecting Help>>StLA
Help from the menu.  In this case, the online help system will take the user to transaction-related support.

Once in transaction-related support, a user can view the system task steps for each transaction panel-by-panel.  Additional
information such as Business Process or Overview for a particular transaction can be accessed from the constant
navigation bar.

Features

The online help system offers users several navigation options.  The following icons represent navigation and information
options that are always available in the navigation bar.

Contents give the user an option to drill down through the help system from the top to find information.  The contents page
is organized by ISIS HR Functional Area.  Selecting a Functional Area takes the user to a menu of Business Procedures for
a particular area.  Under each Business Procedure, users are offered a menu of system tasks to choose from.  This design
eliminates the number of levels necessary to find information.

Help provides the user with an overview, design conventions, and any additional information that clarifies usage of the
online help system.

Search allows the user to query the help system, based on system task name or transaction code input.

Business Process gives the user an overview of the business process to which a system task belongs. The business
process area provides a graphic representation of all components of a business process.


